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Office Memorandum • united stItes government 


to 


date.- 26 September i960 


: Chief, Intelligence School 
from : Chief, Clerical Training 

SUBJECT: Weekly Activity Report, Ho. 33, 20 September - 26 September i960 
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New Instructor Assigned to Clerical Training ; Miss Cheryl 
who recently entered on duty in the Agency has been 

“US^clSaSd FacultJ '- msa will fill the 

vacancy created by Mrs.^^^_ request to rotate to the DDP. 

On I | 2 j In * uctloi j. gaining Resumes Two English Classes : 

Train in^q+Sr 1 111 the Clerical' Induction 

i combined the English Grammar class with the Punctu- 
lon and Capitalization class taught on that program. This sten 

sub i Sn £ “ * ffbrt to evaluate feasibility S teeing this 
subject matter in one training period. After 11 weeks of evaluation 

SaSfnfinst^t Cla8S *** &Udlted ^ ^ of Te SeSST"”’ 
Training instructors, a meeting was held and it was decided that tho 

combined class would be dropped. Consequently, on 26 September loto 
the separate class offerings were resumed. September i960 


3 - Acting Chief of Clerical Tr ain w- Mrs. 

Chi6± ' F f Clerical Training during 
from 29 September to 14 October i960. 
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^ , 4 * Instructor Audits Classe s: Mrs. audited Mr 

19°Sp“mbS a l96o n C itJ iC f Induction lining during the'wBS^" 
19 September i960. Attendance at this class completed her manned 

auditing of Clerical Induction Training class offerings Since she 

has audited all of the Clerical Orientftion and Se QekcS inducUon 

Itefr»«hf pr “ gr ™ 8 ’ 14 ls her plan to begin the auditing of Clerical 1 
Refresher classes on 17 October i960. She will possibly Win 
the English Usage class on that 4 -week program. ^ * beSin wlth 

no q gumher in Clerical Orientation Training : During the week of 
0 ?iSrr T ^ PtO “ ber ^ * Clerical^ 

too 6 : tn Clerical Induction Training : During the week of 

19 September- '1 2J September I960, there were & trainees in cfericm 
uction Training; of these, 20 entered classes for the first time. 


uUlll TDEITTIE T 


Approved For Release 2001/11/01 : CIA-RDP78-04836A0001 00040097-1 




Approved For Release 2001/11/01 




6AQ00 100040097-1 


Weekly Activity Report, Wo. 33, 20 September - 28 September i960 


7. Results of Official Agency Testing Administered in Clerica l 
Induction: 


(a) The results of the tests administered to the entrance- 
on-duty employees for the week 19 September - 23 September i960 
were as follows: 


Tested Passed 

Typewriting 19 7 

Shorthand 12 2 

(b) The results of the tests administered to clerical 
applicants for the week 19 September - 23 September i960 were 
as follows: 


Typewriting 

Shorthand 


Tested Passed 

18 2 

7 2 25X1A9a 
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